HOW TO DOWNLOAD CALGREEN FORM TO FILL-OUT ELECTRONICALLY AND SAVE
COMPLETED PDF FOR E-MAIL SUBMITTAL

Step 1. Use your mouse to Right-Click on the applicable CalGreen Form link to get the following menu
to pop-up and then use your mouse to Left-Click on “Save link as...”

(see BROWN BOX in picture below)
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Step 2. Use your mouse to select Desktop (see PURPLE BOX in picture below) and then click on the

Save button (see RED BOX in picture below).
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Step 3. Find and open the PDF file you saved to your Desktop which should open the CalGreen form in
Adobe Acrobat Reader® program.

If you do not already have Adobe Acrobat Reader® on your computer, it can be downloaded
for free by visiting https://get.adobe.com/reader/
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Step 4. Once you have finished filling in all the required fields (outlined in red on the form itself) on
one or both pages of the applicable form(s) click the “File” button on the top right of the

screen to get the following menu to popup. Then use your mouse to Left-Click on “Save as”
(see BLUE BOX in picture below).
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Step 5. Type in “CalGreen Plan for permit (list building permit # here)” for plans or “CalGreen Report

for permit (list building permit # here)” for reports in the “File name” section (see RED BOX in
picture below) and click “Save” (see BLUE BOX in picture below). You are now ready to attach

and email your PDF!
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